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Putting the 
Open dialog 
box through 
its paces 

It may be called the Open 
dialog box, but when you 
choose the File Open command 
in truly Windows-95 compatible 
applications you gain access to 
many other functions too, all of 
which are designed to save you 
time. 

DELETING FILES AND 
SENDING FILES TO 
FLOPPY DISKS 

One of Open’s most useful 
functions is to delete flies. 
Another is to provide a simple 
way of copying a file to a floppy 
disk. Tty the following: 

Choose the File Open com¬ 
mand in one of the Microsoft 
Office 95 applications or in an 
accessory like WordPad that is 
supplied with Windows 95. 

I Locate a document that you 
want to delete or to copy to a 
floppy disk, then either right> 
click on it or press shift + F10. 

A shortcut menu opens, 
which lists, among other things, 
the extraordinarily useful Send 
To and Delete commands. 

To delete a document, you 
choose Delete. To copy it to a 
disk, you choose Send To and 
then choose the appropriate 
floppy drive. 

If it’s deleting you’re after, 
you don’t even have to use the 
shortcut menu. 

If you select a file in one of 


these new Open dialog boxes 
and then press the delete key, 
it will be moved to the Recycle 
Bin after you confirm the del¬ 
etion. If you hold down shift 
and press delete, it will be 
automatically deleted after you 
confirm it. It will not go into the 
Recycle Bin. 

USING FAVORITE 
FOLDERS AND 
DOCUMENTS 

All the Office 95 open dialog 
^ boxes have another special 

feature: two icons that appear 
just to the right of the Look in 
box. They are called Add to 
Favorites and Look in Favorites. 

Of the icons shown below, 
Add to Favorites is the one with 
a document, a folder and a 
small + sign on it. Look in Fav¬ 
orites is the icon with a folder 
that has a star in the middle. 

FIGURE I 

You use the Add to Fav¬ 
orites icon to add to a list of 
favorites any folders that you 
regularly use or documents that 
you regularly open. Whenever 
you choose the Look in Favor¬ 
ites icon, you’ll see your list 
This means you can store your 
folders and documents in a tidy 
hierarchical structure of folders 
but also access the ones you 
use regularly, from one location. 

When you add a folder to a 
list of favorites, you will also 


any subfolders of that folder. 

Tb add a folder or document 
to your list of favorites', follow 
the steps beginning on page 2. 
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1 Choose the File Open command 
in one of the Microsoft Office 95 
applications. 

2 If necessary, switch to the folder 
you want to add or the folder 
containing the document you 
want to add. 

3 If you’re adding a folder, make 
sure that either it is displayed in 
the Look in Box or that you 
have selected it by clicking once 
on it 

or If you’re adding a document, 
select it by clicking once on it 

4 Click on the Add to Favorites 

The options you then have 
available depend on what you 
had selected. 

In Figure 2 you can see that 
the Dec95T&T folder is selected 
and that it is a subfolder of the 
Comunqe folder, which is shown 
in the Look in box. Because of 
that, either folder could be added 
to the list of favorites. 



FIGURE 2 


If you have a document sel¬ 
ected, you would be able to add 
that document or the folder it is 
in (the one in the Look in box) 
to the list. 

If you don't have a folder or 
document selected, only the 
folder in the Look in box will be 
available for adding to the list 
5 Select the item you want to add 
to the list of favorites. 

To open a document or 
folder that’s in the list of 
favorites, simply click on the 
Look in Favorites icon. 

Once a folder or document 
has ceased to be a favorite, you 
CONTINUED ON PAGE 4 


Classifying data 


Excel 5 and Excel 95 have a 
wonderful tool for classifying 
data in lists and databases. You 
use a PivotTable. Hus may sound 
scary at first but it is very simple 
to use, yet very powerfuL It can 
also save you heaps of time. 

In this tutorial you are going 
to create a simple list and then 
use the PivotTable option to 
classify the data in several ways. 


2 Ensure that the cell cursor is 
somewhere in the data 

CREATING THE PIVOT¬ 
TABLE 

You are now going to create the 
PivotTable using a built-in 
Wizard. 

1 From the Data menu choose 
PivotTable. 

The PivotTable Wizard 
window is displayed (Figure 1). 
You are going to use the List 
that you have already created. 

2 Choose Next. 

Step 2 of the Wizard is 
displayed. Excel will have 
automatically detected the 
range for the data, so you 
should see $A$1:$D$13 in the 


Range field. If it is not there, 
enter that range (Figure 2). 

3 Choose Next 

The most important step of 
the Wizard appears (Figure 3). 

It is here that you define the 
structure of the PivotTable. 

You want to classify the 
data by City and Salespersoa 
You are going to use the field 
‘buttons’ down the right-hand 
side of the window to do this. 

4 Drag the City button to the Row 

5 Drag the Salesperson button to 
the Column area 

6 Drag the $ Value button to the 
Data area 

When you drag the $ Value 
button to this area Excel 
assumes that you want to add 
the values. This is because, by 
default, if you drag a numeric 
value it will try to add, and if 
you drag a text value it will try 
to count the number of items. 
Drag the Month button to the 
Page area 

You have now finished 
defining the table’s structure. 
Choose Next. 

Step 4 of the Wizard is 
displayed (Figure 4). 

You can nominate the cell 
where the PivotTable will be 
placed on the sheet But if you 
leave this field blank, the table is 
placed on a new worksheet 

9 Choose Finish. 

The PivotTable is created. 

EXAMINING THE PIVOT¬ 
TABLE 

You should now have a Pivot¬ 
Table that looks similar to 
Figure 5. 

The data has been classified 
into Cities down the left side 
and Salesperson along the top. 
The total value of sales for each 
person for each city is shown in 
the intersecting cell. 


CREATING THE DATA 

1 Enter the following headings 
and data that show sales by city 
and salesperson. Make sure that 


you enter the data into the 
range A1:D13. 


City 

Salesperson 

$ Value 

Month 

Melbourne 

Tony 

2500 

Jan 

Sydney 

Melinda 

3700 

Jan 

Hobart 

Ralph 

: 4900 

Mar 

Darwin 

Felicity 

2100 

Jan 

Adelaide 

Tony 

7200 

Apr 

Melbourne 

Melinda 

2900 

Feb 

Melbourne 

Felicity 

3100' 

Feb 

Sydney 

Ralph 

2400 

Mar 

Adelaide 

Tony 

1100 

Apr 

Perth 

Melinda 

3300 

Feb 

Brisbane 

Felicity 

4200 

Jan 












using Excel PivotTables 



lip: If you want only two or three 
worksheets created when you create 
a new workbook, go to Tools, then 
Options, select the General tab and 
set the Sheets in New Workbook 
value to either two or three. 

worksheet tab, then choose 
Rename from the menu. 

2 Type Pivot then choose OK 
The tab has been renamed, 
and now it will be easier to find 
your table if you move to other 
worksheets. 

Notice that Ralph had sales 


Only Ralph’s totals ai 


You are now going to re¬ 
store the PivotTable. 

9 Double-click on the Salesperson 
button. 

10 Select Column in the Orienta¬ 
tion group, then choose OK 

The PivotTable is restored. 
Assume that you now want to 






in Hobart. The value 14800 is 






displayed in cell D8. 

|r' 
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3 Double-click in cell D8. 

ft. 

2100 0 0 0. 


FIGURE 2 
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played This is useful for report- 


FIGURE 4 

You are going to explore 
some of the features of Pivot¬ 
Tables that make data analysis 
so easy. But first you are going 
to rename the worksheet that 
has been created. 

The current name of the 
worksheet will vary depending 
on the default number of work¬ 
sheets that you allow (see Tip). 

1 Right-click on the current 


4 Click back on the Pivot tab. 

Notice that there is a Month 
button in Al and next to it is a 
drop-down list 

5 From the drop-down list choose 
Feb. 

Now the PivotTable changes 
to reveal only the sales for 
February (Figure 6). 

6 Choose All from tfie drop-down 
list, then double-click on the 
Salesperson button. 

The PivotTable Field dialog 
box is displayed (Figure 7). 

You can see from here that 
salespeople are displayed in a 
column. You are going to make 
this apply to the Page, just like 
the Month field. 

7 In the Orientation group choose 
Page, then choose OK 

The PivotTable undergoes a 
transformation to show only the 
results for all salespeople, 
because you are no longer clas¬ 
sifying by this category (Figure 


F 7 --—3I~3 BMulgjgjgiBi sl%]. 


8 Choose Ralph from the drop¬ 
down list next to the Sales¬ 
person button. 
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Group and Outline, then choose 
Group. 

The Grouping dialog box is 
displayed: 



FIGURE 9 


FIGURE 8 


display only cities on mainland 
Australia, not Tasmania 

11 Double-click on the City button. 

12 Click on Hobart in the Hide 
Items list and then choose OK 


9 In the Starting at field enter 0, in 
the Ending at field type 10000 
and in the By field type 1000. 

10 Click on OK 

Notice that the table has 
been restructured and the data 


Notice that Hobart is no 


are now grouped more sensibly: 


longer visible. 

GROUPING WITH PIVOT¬ 
TABLES 

But what if you are using 
continuous data and have been 
disappointed with the results 
that you have been obtaining 
when using PivotTables? 

1 Return to the sheet with the 
original data on it. 

2 From the Data menu choose 
PivotTable. 



FIGURE 10 

Tiy exploring the Pivot¬ 
Tables feature on your own 
now, using your own data. As 
you can imagine, this feature 
can save you hours of time. 


3 Repeat Steps 2 and 3 of the 
Wizard (see page 2). In repeating 
Step 3 on page 2, drag Sales¬ 
person to the Row area. 

4 Drag $ Value to the Column 

5 Drag City to the Data area 

Notice that Excel proposes 
to count the data items because 
you dragged a text value. 

6 Choose Next, then choose 
Finish. 

The PivotTable that is 
produced is virtually useless 
because it has created a column 
for each data item. This will 
always happen when the data 
you are classifying is widely 
spread over a range of values. 

way to fix it. 

7 Right-click on the $ Value 
buttoa 

8 From the shortcut menu choose 


CONTINUED FROM PAGE 2 
can delete it from the list of 
favorites. You’ll only be deleting 
a shortcut to the original item, 
not the item itself. (Choose File 
Open, choose Look in Favorites 
and then hold down shift and 
press delete to delete it. 
Confirm the deletion and the 
favorite will be immediately 
deleted from the list.) 

What does Windows 95 
actually do when you add 
something to your list of 
favorites? It simply creates a 
shortcut to the selected item 
and stores it in the Favorites 
folder, which is a subfolder of 
your Windows folder (or the 
folder where you installed 
Windows 95 if you chose a 
different name). 


Networking 

One of the handy utilities that 
comes with Windows 95 is 
Direct Cable Connection (DCC). 

It allows you to link two com¬ 
puters together using a serial or 
parallel cable. 

One computer is nominated 
as the host and the other is 
nominated as the guest. Once 
linked, the guest computer has 
access to all the shared re¬ 
sources on the host. If the host 
is part of a network, the guest 
computer can also use shared 
resources on other computers 
in the network. 

In this tutorial you’ll learn 
how to set up a guest and host 
computer for Direct Cable Con¬ 
nection, and how to access 
shared network resources via 
the host. 

CHECKING WHETHER 
DCC IS INSTALLED 

DCC may not be installed on 
your computer. If you did a 
’typical, Portable or Compact 
installation it won’t have been 
installed. If you did a Custom 
installation, you may have 
elected to install it 

DCC must be installed on 
the host computer and the guest 
computer. 

To check whether DCC is 
installed, choose Start, then 
Programs, then Accessories. 

If it is installed (and has not 
been moved from the location 
Windows automatically selected 
for it), it will appear in the list. 

INSTALLING DCC 

If DCC is not installed, you will 
need to install it. To do so: 

1 Choose Start, then Control 
Panel. 

2 Choose Add/Remove Programs. 

3 Choose the Windows Setup tab. 

4 Choose Communications. 

5 Choose Direct Cable Connection. 

6 Click on OK, then click on OK 
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without a network in Windows 95 


You’ll then be instructed 
which installation disk to insert 
Follow the screen messages to 
complete the installation. 

SHARING FILES ON 
THE HOST 

You must first nominate which 
folders on the host you want to 
share. If the host is a network 
computer and some folders are 
already shared you don’t need to 
do this step. If the host isa 
stand-alone computer, it may 
not have been set up to share 
files. You should check first. 

Note that if File and Print 
Sharing is not enabled, you will 
be asked to restart your 
computer as part of the 
procedure you are about to 
begin. Before you start, make 
sure that you have saved any 
open documents and closed all 
other open applications. 

To set up the host to share 
files, follow these steps: 

1 Choose Start, then Settings, 
then Control Panel. 

2 Choose Network. 

3 Make sure that the Configura¬ 
tion tab is selected. 

4 Choose File and Print Sharing. 

You’ll see the dialog box 
shown in Figure 1: 


5 Select the options you want to 
allow, then choose OK 

6 Choose OK again and you will 
see the dialog box shown in 
Figure 2. 

7 Choose Yes to restart the 
computer. 

Now you have to decide 
which folders to share. If you 
want to share the whole of the 
host’s drive C, you can do that. 


FIGURE 2 

Or, if you only want to share a 
folder on the host drive, you 
share that folder. 

8 Double-click on My Computer. 

9 For the purposes of the tutorial, 
right-click on drive C, or if you 
know you want to share a 
particular folder, locate it and 
then right-click on it. 

10 Choose Sharing. 

11 Make sure that the Sharing tab 
is selected, then choose Shared 
As. 

You can now create a Share 
name, add a comment and 
specify the access type. 

12 Fill in the access details. 

An example is shown in 
Figure 3: 


FIGURE 3 

13 Choose OK 

14 Close My Computer. 

SETTING UP THE 
HOST 

You can now set up the host. 

1 Choose Start, then Programs, 
then Accessories, then Direct 
Cable Connection. 

The first time you set it up, 


you will see the dialog box 
shown in Figure 4: 


FIGURE 4 

Up: If DCC has already been used on this 
computer, you’ll see a dialog box which shows 
the current settings. It shows whether the 
computer is a guest or a host and which port is 
being used. If the settings are correct, you can 
choose Connect. Otherwise, choose Change to 
select new settings. 

2 Choose Host, then choose Next 
You’ll see a dialog box that 
looks like Figure 5: 


FIGURE S 

3 Select the port you are going to 
use and make sure that the 
cable is connected. 

(This must be the same port 
as on the other computer.) 

4 Choose Next 

You will see the dialog box 
shown in Figure 6 (next page). 
You can now indicate whether 
you want the guest to enter a 
password. 

5 In this tutorial we won’t enter a 
password, so choose Finish to 
finish setting up the host. 

You’ll see the dialog box 
shown in Figure 7 (next page). 
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The host will now wait until 
the guest is connected. 

SETTING UP THE 
GUEST 

1 Choose Start, then Programs, 
then Accessories, then Direct 
Cable Connection. 

2 Choose Guest. 

3 Select the port you are going to 
use, then choose Next. 

4 Now choose Finish, and DCC 
will start the process of 
connecting to the host. 

After a few seconds, a 
window opens showing all the 
shared folders on the host 
computer. 

USING SHARED NET¬ 
WORK RESOURCES 

By default, DCC only shows you 
the shared resources on the host 
computer. If the host is 
connected to a network, you 
can also use shared resources 
on the network. 

There are several ways you 
can see other resources on the 
network. 

If you know the name of the 
computer with the shared re¬ 
source that you want to use, do 
the following: 

1 Choose Start, then Find, then 
Computer. 

You’ll see the dialog box 
shown in Figure 8. 

2 Type the computer name (you 
must begin with \\), then choose 
Find Now. 

If you’re not sure of the 
other computer’s name, read the 
section on this page called 
‘Finding the name of a 
computer’. For example, if the 
name you found was Roger, you 
would type WRoger. 

The other computer will 
then be displayed in the bottom 
section of the screen. The 
Location is the work group that 
this computer is in. 

3 Double-click on the name. 

A window opens and you 
will see all the shared folders on 
that computer. 
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ALTERNATIVE METHOD 
FOR CONNECTING TO 
ANOTHER NETWORK 
RESOURCE 

If, on the host computer, you 
create a shortcut to a shared 
resource that’s on another com¬ 
puter and place it in one of the 
host’s shared folders, the guest 
will be easily able to access it as 


For example, on the host 
you might create a folder called 
Shortcuts to other Network 
Resources. It could contain 
shortcuts to all the shared 
resources that are permanently 
mapped to the host. Once you 
had created the folder for the 
shared resource, you would 
follow these steps: 

1 Start the Explorer on the host. 
(For example, right-click on 
Start, then choose Explore.) 

2 Make sure the folder where you 
are going to place the shortcut is 
visible in the Contents section. 

3 If necessary, scroll down the All 
Folders section until you see 
the icon for the mapped shared 
resource you want to make a 
shortcut to. 


4 Right-drag the icon onto the 
folder where you are going to 
place it 

5 Choose Create Shortcut Here. 

6 Now, on the guest computer, 
select the folder in which the 
shortcut to the other resource is 
located. Double-click on the 
shortcut and you will have 
access to the shared resources 
on the other network computer. 

FINISHING A DCC 
SESSION 

When you’re ready to finish, 
select Direct Cable Connection 
on the task bar, then choose 
Close. (Do this on both 
computers.) 

FINDING THE NAME 
OF A COMPUTER 

If you don’t know the name of 
the computer you want to 
connect to, you can look it up. 

If it is running Windows 95, 
choose Start, choose Settings, 
choose Control Panel, then 
choose Network. Select the 
Identification tab to find the 
Computer’s name. Choose 
Cancel, then close the Control 
Panel. 

If the computer is running 
Windows for Workgroups, 
choose the Control Panel, then 
choose Network. The computer 
name is displayed at the top of 
the dialog box. Choose Cancel, 
then close the Control Panel 

TYPES OF CABLE 

Windows 95 supports a serial 
null-modem standard (RS-232) 
cable and the following parallel 
cables: 

• Standard or basic 4-bit cable 
including LapLink and Interlink 
cables available before 1992. 

• Extended Capabilities Port 
(ECP) cable. This type of cable 
works on computers with ECP- 
enabled parallel ports. 

• Universal Cable Module (UCM) 
cable. 

Parallel cables transmit data 
faster than serial cables. 















Occasional tasks in Project 4 


One of the most common quest¬ 
ions asked about Microsoft 


that might be worked on in¬ 
frequently. For example, a man¬ 
ager may conduct a quality audit 
over a period of a month but 
work on it for one day in the first 
week, two days in the second 
week, then one day in each of the 
third and fourth weeks. To 
Anther complicate the issue, the 
day of the week might be 
different for each of the weeks. 

There is no elegant solution, 
but the following steps show 
you how to use a recurring task 
to achieve the result without 
having to worry about the 
intricacies of rollup. By doing it 
this way you are presented with 
the information in the correct 
format and all you have to do is 
make some minor changes. 

Imagine that a manager is 
going to work on the quality 
audit according to the following 
schedule: 

Week 1 6 Feb 1996 

Week 2 14 & 15 Feb 1 

Week 3 22 Feb 1996 

Week 4 27 Feb 1996 

Carry out the following steps: 

1 Start a new project, then from 
the View menu choose 
Resource Sheet 

2 Enter a resource called Jane 
James and assign a rate of $50 
per hour. 

3 From the View menu choose 
Gantt Chart 

You are now going to enter 
a recurring task that will give 
you something that is close to 
what you want. 

4 From the Insert menu choose 
Insert Recurring Task. 

The Recurring Task 
Information dialog box is 
displayed (Figure 1). 

5 In the Name field type Conduct 
Quality Audit 



12 Now double-click on the task. 


FIGURE 


6 In the Duration field type Id 

7 In the This Occurs group select 
the Weekly option. 

The first day occurs on a 
Tuesday, so you are going to 
select that day. 

8 Select the Tue option in the 
Weekly group. 

You are now going to 
provide the starting date and 
the number of occurrences. 

9 In the Length group set the 
From date to be 6/2/96 then 
select the For option and enter 
a value of 4. 

Your dialog box should look 
like this: 
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10 Choose OK 

You are returned to your 
Gantt Chart Notice that there is 
one task displayed but that the ID 
field jumps from 1 to 6! It is be- 


achieved by creating a number of 
sub-tasks which have been rolled 
up onto the task displayed. 

11 If you can’t see any Gantt bars, 
click on the Goto Selected Task § 
button. I 


Each of the sub-tasks is one day 
long and starts on a Tuesday. 

13 Drag the divider bar between 
the table and the Gantt Chart to 
the right. 

14 Change the Start date of the 
second sub-task to 14/2/96 
and the Finish date to 15/2/96. 

15 Change the Start date of the 
third sub-task to 2 2 / 2 / 9 6. 

You now have the 
information you require and you 
can assign Jane to do the work. 

16 Double-click on the main task to 
hide the sub-tasks. 

17 Click on the Resource Assign- [| 

ment button and then assign IJ 

Jane to the task by clicking on 
the Assign button. 

18 Click on the Close button of the 
Resource Assignment dialog 
box 

Notice that Jane’s name does 


19 Double-click on the task again. 

This time the sub-tasks are 
revealed and you can see that 
Jane is assigned to each. 

You are now going to check 
to see whether she has been 
assigned for the full duration of 
the main task or only for the 
time taken up by the sub-tasks. 

20 From the View menu choose 


The Reports dialog box is 
displayed. 

21 Choose Workload, then choose 
Select. 

The Workload Reports 
dialog box is displayed: 



22 Choose Resource Usage, then 
choose Select. 

The Resource Usage report 
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is displayed. 

23 Scroll to the end of the report 
and notice that the hours 
allocated match those for each 
of the sub-tasks. 

24 Choose Close, then Cancel. 

You have learned a simple 
way to assign a person to a task 
where their work on it is 
infrequent. And let’s add that for 
any particular week in which no 
work was to be done, you could 
simply delete the sub-task! 

Spell-checking 
without a mouse, 
while you type 

You’re in Word 95, you’ve just 
pressed the spacebar and one 
of those curly red lines has 
just popped up again. You 
don’t like taking your hands 
off the keyboard to reach for 
the mouse. Don’t worry. You 
can do it all with the keyboard. 

Press the <— key once (or 
more if you’ve gone further 
than typing a space or a punct¬ 
uation mark), then press shift 
+ F10. If the appropriate word 
to replace your incorrect word 
is listed, press the i key until 
you select it, then press enter. 
Similarly, you can choose any of 
the other options in the menu. 

There’s a trick to it, 
though If you see word with a 
wavy red line and then press 
backspace to return to it, 
when you press shift + F10 
you won’t get the spelling 
shortcut menu. You need to 
press the <— key at least once 
to move into the word and 
then press shift + F10. If you 
press the <- key to go back, 
you only have to move the 
insertion point to the end of 
the word. Discipline yourself 
to use thee- key to go back¬ 
wards instead of the back¬ 
space key, and you’ll save at 
least one keystroke every time 
you do it. 


Quick pk tips 
for Word 6 

Here are some short hints for 
managing pictures that you 
import into Word 6 or Word 95. 

RESIZING A PICTURE 

Tb resize a picture proportion¬ 
ally; select it and then drag on 
one of the comer handles. 

To resize a picture in only 
one direction, select it and then 
drag on one of the side or top 
handles, depending or whether 
you want to resize it sideways 
or vertically. 

RESIZING A PICTURE 
EXACTLY 

If you want to resize a picture 
by a specific amount, first select 
it When you drag on one of the 
comer handles to resize it 
proportionally, the amount of 
the resizing shows in the status 
bar at the bottom of the 
window. 

Alternatively, select the 
picture, then from the Format 
menu choose Picture. In the 
Scaling Width and Height boxes, 
type the amounts by which you 
want to resize the picture. 

TO CROP A PICTURE 

If you want to eliminate part of 
a picture, select it and then hold 
down the shift key. When you 
move the mouse pointer over 
one of the handles at the side or 
the top of the picture, it changes 
to the cropping tool: 



Click and drag across the 
area that you want to cut out. 

TO RETURN A PICTURE 
TO ITS ORIGINAL SIZE 
AND SHAPE 

Click on the picture to select it. 
From the Format menu choose 
Picture. Click on Reset. 
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Australia’s most widely read 
personal computer magazine. 

You will get priority service 


Information Centre lines. And 
for every Microsoft application 
upgrade that you purchase, you 
will receive up to $50 off. Plus 
there are discounts on 
computer training courses, 
invitations to Microsoft events, 
and much more. Microsoft 
Communique is the one 
program that makes all your 
others easier. 

To join for just $49, call the 
Microsoft Sales Information 
Centre on (02) 870 2100. 






